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CENTRAL INTELLIGENCE GROUP
Washington, D. C.

MELORANDUL: 28 July 19L7
NUMBER

el N
SUBJECTs Call for Bstimates Fiscal Year 1949

1. All Offices and/or Staff Sections of the Central Intelligence Group will
submit estimates of required funds for the fiscal year 1949 (1 July 1948 -
30 June 19L9) to the Budget Division, Budget and Finance Branch, A & I,

on or before 15 August 1947 for inclusion in the regular budget of CIC,

2., TFstimates will be submitted in two complete sets in the form and manner
hereinafter described with regard to all objects of expenditure.

3. Each Office or Staff Section (except 0S0) having installations or rep-
resentatives in any location other than Washington shall submit separate
estimates on behalf of the activity at each such location. Similarly,
separate estimates are required for each distinct nmajor project in process
or proposed, chowing fields of work or types of services rendered.

lis The Budget Division, BSudget and Finance Branch, will furnish separately
a sample budget for the information and guidance of those responsible for
the forrmlation of the estimates. DBudget Division analysts are also avail~
able for consultation with administrative officers in connection with the
development of Uffice and Staff Section budgets. /Dial Extension 7217

GENLERAL INSTRUCTIOUNS

5. Presentation will be lengthwise of the letter-size pages and adequate
left~-hand margins will be provided on each page to permit the use of Acco
fasteners., The Office or Staff Section estimates must be presented in the
sane form and order as the sample, but must be prepared in greater detail.
Special attention should be given to the preparation of justifications
explaining and supporting the estimates for each object classification of
expenditure, emphasizing specific, concrete, factual data and, where possible,
citing actual work-lecad figures. To be useful, a wpitten justification must
be understood by all subsequent reviewers. Justification data to be included
in the estimates are:

a. Statement of Authorization from which the funcitions and activities
of the Office or Gtaff Section are derived, i.e,, General Orders, ecte.

b, Statement of Functions and Activities of the Office or Staff
Section, '

c. Statement of Coordination indicating the operating relationships
between the Office or Staff Section and other units of CIG and between the
Office or Staff Section and other departments and agencies of the Government.
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d.. Statement of Objectives and/or Acconplishments, actual and
proposed indicating need for and value of the service or product, ete.
The necessity of the work should be demonstrated. “jork measurement and
unit cost data should be used wherever possible to relate work load to
personnel, ‘there monthly reports of activity have been maintained, such
reports vrovide a factual basis.

e, Qrganization Chart and Functional Chart clearly delineating
lines of authority and Jdistribution of activities within the comnonent
parts of the Uffice or Staff Section, supported by individual statements
describing the activities of each such component.

f. Chart showing the flow of work through the various components
of the Office or Staff Section. ‘ork flow charts should clearly denote
the flow of projects into and through the various components of each Office
or Staff Scection and the production or service contributed in the flow by
each component. It is unnccessary to po into great detail with regard to
the flow of papers and documents through the Office or Staff Section where
such data would not contribute to an analysis of its main production goal
or objective.

g. Detailed Justification of Vouchered Lstimates by Object
Classification :

(1) 01 - Personal Scrvices

(a) CIG Form 22-1C shall be used in preparing cstimates
Personnel requirements. Separate sheets shall be usad for each organiza-
tional unit within each Office or Staff Scetion, and for a consolidated
recapitulation. The rccapitulation may include, when neccssar y Summary
totals for large organizational units under each Uffice or Staff Section.

(h) Positions will be divided into the following servicas
or groups: Clerical, administrative, fiscal service; professional servicc;
sub~-professional scrvice; crafts, protective and custodial service; and
unclassificd (including employees in permanent positions compensated on
an hourly, daily, nonthly or annual basis).

(c) All classes of positions whether occupied by Civil
Service, Special Funds, "On Loan" from participating Agencies, or Armed
Services personncl shall be listed on Form 32-10 by operating titles ‘in
order of authority within the organizational unit. In additicn to thae
operating title, the Civil Service grade and salary shall alsc be stated for
cach position. Positions filled by Armed Services persommel will show the
incumbent's rank or rating. Positions filled by "On Loan", 3pecial Funds
or by permanent Civil Service employees will be appropriatcly identified
as such. Bstimates of requircments for other specific types of civilian
enployecs (i.e., tenporary, part-tine, consultant and AE) will be shown
on Form 32-10 with title, grade and salary as above. (lass identification
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will be indicated by a check mark extended into the appropriate specific
colurm for the class (temporary, UAZ, cte.). Justification for the nced of
this personncl will be given in the statement of justifications preceding
each Form 32-10, including information concerning the anticipated period of
sarvice, ctc.

- (d) Salarics stated on Form 32-10 shall be anaual salaries
for a forty-hour workweek at rates in accordance with the Classification
Lot of 1923, as amended, and the vederal Employees Pay Act of 1915, as
amended by the Federal Gmployees ray Act of 196,

For fiscal year 1940, salaries for positions alrcady occupicd will
be reporicd at the actual rates now being paid. For fiscal year 1949, the
salary rates will include such adjustments as are necessary to allow for
within-grade advances applicabl: to that fiscal year.

Salaries for positions now vacant and/or to be vacant at the begin-
ning of fiscal year 1949 will be shown at the minimum for the grade during
the applicable fiscal ycars.

(¢) The estimates for all personal services on Form 32-10
will be preceded by a justification statement of the requirements for the
personnel indicated on the form. The sbatement will cover all requirements
for ovortime and night differential. It will also sct forth the amount
of living and quartcrs allovinces payable to United States citizens cmploycd
at foreizn installations and the 257 territorial differential allowance
payable at installations in the territorics. Reference should be made to
expericnce data on production showing qualitative information as to users and
use of the product and quantitative data repgarding units of production
capacity required. '

(f) CIG Form 32-10 may bc requisitioned in the normal
manner from the Supply Division, Services Branch.
1

(2) 02 - Travel

(a) Estinmates for travel shall incliude transportation costs,
per dicm or subsistence during authorized travel status, and other exponscs
incident to travel which are to he paid by the Agency, cither directly or
by reimbursement to the traveler. 4 schedule of travel rates is given in
Appendix 2, including cost clements of transportation, per diuom, etc., between
Washington and major forcign and domcstic points,

(v) Dollar estimates should be based upon the number of
trips to be performed to specific arcas, and computed at rates provided by
the cost of travel schedule. Complete justification must be furnished in
form of statements of purpose for the anticipated travel to and within each
araa.
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(c) GEstimates for employees transferring to installations
outside of Washington shall be based upon anounts shown upon the travel
schedule, Cost of transportation and per diem up to day of entrance on
duty at such installation are included in these rates.

(d) Cost of transportation and per diem for employeccs
officially stationed at locations outside of lipshington, and that of
cuployees transferring from such locations to Washington should be included
in the estimates for travel submitted by or for such installations and shall
be computed at the cstinated scheduled rates.

(e) Within area travel will be based upon an estimated
number of trips to be performed at rates per trip as estimated Ly the
individual Office or Staff Section and shall be supported by a statecment of
purpose for travel within each arca.

(f) 1In oreparing cstimates for travel, consideration must
be given to possible travel of employee dependents. This estinate will be
computed on transportation costs only.

(3) 03 - Transportation of Things

(a) Tstimates for the transportation of things shall
include those charges which are pald or are to be paid directly by the
Government and not by the vendor, whether such transportation be by land,
alr or water; as well as charges for the care of such things while in process
of being transported. Such all-inclusive cstimates for the “ransportition
of things between Washington and various foreign areas are scheduled in
Appendix 3. '

(b) Costs involved in the transfor of material, supplies
and equipment to be used or issued inside or outside the United States will
be included in the sstimates of the Services Branch.

(c) It will be the responsibility of the individual Office
or Staff Section to supply justification of transportation costs incurred
in the shipment ond reshiprent of administrative and operational supplics
and cquipment and houschold goods and personal offects of employees.

(L) Ol - Communications

(a) ZEstimates shall include costs of transmission of
nessages from place to place, such as tolls for land telegraph, marine
cable, radio, wircless telegraph, and telephone services, and postage.
They shall also include switchboard and service charpes and tclephone
installation costs.

(b) Tstimates for all charges in conncction with telephone
service in lWashington will be prepared by the Services Branchi.
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(c) Bstimates for telephone service in field installations
will be prepared jointly by the Office or Staff Section concerned anc the
gervices Branch and shall be reported in the budget estinates subnitted
by the former.

(d) Teclegram and cable costs estimates will be preparcd by
the Communications Division, 0SO.
s

(¢) Estimates for special services such as teletrpe, tele-
erypton, telemeter, direct wire, tie-line serviece, cte., shall be propared
and justificd by the Office or staff Section having or desiring such service.

(5) 05 - Rents and Utilitics

(n) Tstimates shall include charges for rental of space;
for heat, light, power, watcr, gas, eclectricity, ~nd other utility services
exclusive of transportation and conmunication services.

(b} Tents and utilities estimates covering 21l utilitics
and office and warchouse space Now occupied and/or contracted for will be
orepared jointly by the scrvices Branch and the Office or Stnff Section con-
cerncd and shall be reported in the budget estimates subnitted by the latter.

(c) Tstimates for additional space and facilities for the
fiscal yenr 1949 should be preparcd and presented with the necessary justi-
ication by the Vffice or Staff sections concerned. ‘

(d) Tstimates for ficld officcs (exccpt 0S0) shall be
containcd in the estimates presented by or for those offices.

(¢) Xstimates for rental on o contract basis of special
cguipment and/or business machines will be fully justificd and submitted
by the Office or atoff Scetion concerned. The justification will include a
description of the machine or equinnent, the rental cost per period and the
total cstimated cost Zor fiscal vear 1919. .

(6) 06 - Printing and Binding

(n) Tgtimates shall include printing of forms and letler-
heads, printing and binding oX hooks, pamphlcts, docurents, and other pub-
lications. Printed forms and letterheads are included under this group.

(b) Tstimates for printing and/or binding of forms,
stationery, and routinc office supply items will be made by the Scrvices
Branch.

(¢) Special or unusual requirements for printing and binding

which cannot be handled by CIG reproduction faeilities, such 2s the necd
for special teletype paper and rultiple leafed forms, mips, elcs, should be
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set forth in detail by cach Office or Staff Section, indicating bhe type
of publication or material, the estimated number of items or copies, the
unit and total cost of ecach publication, and the proposed use or distribution.

(7) O7 ~ Other Contractual S-rvices

(2) Requirements for nrocurement on contract of specinl
supplies and equipment and/or special scrvices shall be specifically stated
and justified. :

(b) Estimates for photographing and reproduction services,
for advertizing and publication of notices and for the maintenance and
repalr of office buildings and wareliouse facilitics will be submitted by
the Scrvices Branch.,

(c) Estimates for requircments of funds for speeial pro-
jects involving other Goverrment Aesoncies and/or outside concerns shall be
stated by specific project costs, identifying costs by object class in the
same manner prescribed for the overall budget subriission.

(a) ¥Nstimates for additional protcction scrvice furnished
by the Public Buildings Administration uvon a contractual basis will be pre-~
pared jointly by the Sgrvices 3ranch and the Executive for Inspections and
Sccurity.

(6) 08 - Supplics and latecricls

(a) Estimuates for normal office supplies and materials
will be prepared by the Sparvices Branch.

,(b) Estimates for specizl supplics and materials peculiar
to specific operations will be reported and justified by the Office or Staff
Section having such special roquirements.

(9) 09 ~ Equipment

(2) Estimates for office cquipment will be prepared by the
Services Branch.

(b) Tstimates for operating equipment peculiar to snecific
operations will be reperted and justified by the Office or Staff Section
having such spscial requirements.

(¢} Estimates for purchase of motor vehicles will be
prevared by the Services Branch, and will be supported by o full justifica-
tion. here replacement is proposed, the explanation shall set forth the
year, nodel, and body type of the vehicles to be replaccd, mileage, kind of
use, and other pertinent information. Information must also be given as
to the number of old vehicles still to be used and the cstimated cost of
naintenance and operation of such vehicles.
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(10) 10 - lands and Structures

Estimates covering lands and interests in land, buildings
and other structures and permanent improvements and additions when dcquired
under contract shall be prepared jointly by the Office or Staff Section
concerned and the Services Branch, A & 1.

h., Jnployee Health Program. FRetimates for the cost of operating
the agency health program, including the cost of health rooms operated
by the agency for its employees (and employces of other agencies, if any)
will he prepared jointly by the wedical Services Division, Personnel Zranch,
and the Budget Division, Budget and Finance Rranch.

i. Special Funds

.. (1) BEstimates for unvouchered (special funds) for the fiscal
vear 1949 should be submitted and justificd on a project basis, as nearly
a8 possible in the samec manner as the Office or Staff Scction estimates for
vouchcred funds.,

(2) Justification for cach project should include a “ricf
outline of the project, number of personnel and amounte of matericl and
supplivs, and where possible the funds devoted to the operation during the
past fiscal year; and should be specific in regard to the forscast of
versonnel and further requircments for fiscal yuar 1949.

FF'OR THE DIRECTOR OF CENTRAL INTWLLIGENCE:

ecutive for
Administration and Management

Attachments: 3 25X1A
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PERSONNEL REQUIREMENTS APPENDIX 1
OFFICE: BRANCH: . DIVISION: SECTTON:
X-Y-Z A Office of the Chief
OPERAT NG TITLE __ FISCAL YEAR 19548 FISCAL YEAR 1949 _ 1938 . 1989 .
OF POSITION [ vo. | GraoE SALARY CLASS ne. | GRaDE SALARY CLASS 23 5| 3(F3%
Chief of Branch
Consultant X x
. .
Ass't Chief .
Special Ass't N S
Adm. Officer b=
Analyst
Analyst o
¥ L
Clerk-Steno. MM
hd &
Clerk m
Clerk x g
Q
Messenger < ”_
R
p
. TOTALS || 11 "
K
FOR USE BY VOUCHERED VOUCHERED
BUDGET _ tgnature &
UNYOUCHERED UNVOUCHERED . o
DIVISION Adm. oﬁﬁmmn <
ON LOAN ON LOAN e
8 August 1947
ARMED ARMED Date
FORM NO. 32-1i0

JUL 1947
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02 TRAVEL

Schedule of Estimated Rates

APPENDIY 2

From To. [One Way Round Trip
New York Boston & 15 & 40
Washington New York 15 40

" Boston 25 80
" Miami 60 130
" East Coast Foints 20 50
" ¥id West Points 50 120
" "est Coast Points 200 450
" Hewalil | 350 800
" Central America 275 600
" South America 500 1,100
" RTO 450 1,000
" MEDTO 600 1,400
" FETO 1,000 2,500

gchedule includes average costs of transportation and
per diem, etc.
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03 TRANSPORTATION OF THINGS

Schedule of Estimated Rates

Unit Cost
Motor Vehicles
Crating (includes freight to POR) Per $200.00
" Vehicle
Shipping (POE to destination)
BTO " 275,00
MRDTO n 360.00
LATO " 300.00
FETO R 400.00
General Cargo (Delivery to addressee)
(Adninistrative supplies and equipment,
communications supplies and equipment,
and operational supplies and equipment)
ETO Per Ton 100,00
WEDTO -n 106,00
LATO " 75.00
FETO " 100,00
Household Goods and Personal Rffects
To POE (Based upon E.0. 9805 maximum
welght reimbursement allow-
ances: Family, 7,000 1lbs;
single individual, 2,500 1lbs)
350 mi. Per 5.00
1000 mi. 100 1bs. | 8.50
3000 mi, n 16.00
POE to destination
LTO Per Ton. 100,00
MEDTO " 100,00
LATO w 756,00
FETO t : 100.00
Alr Shipments
RTO Per 1b. 1.50
WEDTO bl 2.25
Hawaii " 1.75
LATO | ®, 2.00
FETO " 3,50




